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Managers and Administrative Heads, follow these 
breadcrumbs to approve Telework Requests: 

Main Menu 

HCM Systems 

Manager Self Service 

Time Management 

Approve Time and Exceptions 

Telework Agreement Approval 

NOTE: May also be found in your Worklist or 
through the link in the e-mail received after the 
employee has submitted their Telework Request. 
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Upon selecting Telework Approval Agreement, this 
screen will populate.  

Select search to look for Telework Agreements that 
require approval. 

If there is only one (1), that request will populate the 
screen. If more than one (1) request is pending you 
will receive a list of names to choose from to approve. 
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Managers can click View Attachment to 
view the Teleworking Agreement and 
Schedule, Teleworker Work Schedule and 
Teleworker Work Plan that have been 
completed and attached by the employee. 

If there is no attachment, deny the 
request and have the employee complete 
another request with the required 
completed documents attached. 

If documents are attached, approve the 
request. Upon the Manager approval, it 
will route on the approval path as 
indicated on the bottom of the form. 

 

NOTE: The approval path may be 
different than the example provided, 
depending on your designed workflow. 
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Manager Dashboard will show the employee(s) on Telework with a countdown to expiration after the final approval by Payroll. 

 


